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Today’s topics 

 Grant Award Agreements 

 Reporting requirements 

 Reporting processes 
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Grant Award Agreements 



Signature (Cover) Page 

• Project Title 
 

• Grant Award Amount 
 

• Agreement Effective Date 
 

• Termination Date 
 

• Signatures  
 



Provisions 

• Audit of Records (Records Retention) – Page 5 
 

• Project Period – Page 6  
 

• Payments – Page 7 
 

• Unspent Funds – Page 8 
 

• Amendments – Page 8 
 



Scope of Work 

• Contact Information 
 

• Deliverables 
 

• Project Summary 
 

• Project Budget 
 

• Work Plan 
 

• Expected Measurable Outcomes 
 



Changes Requiring Notification 

• Significant changes to the Scope of Work for the project  
   
• When funds are reallocated within the most recent 

approved project budget  
 

• Change in Key Personnel 
 

• Leadership change for a period of more than 3 months 
 

• Send an email to the Program Coordinator 
 
 



Changes Requiring Amendments 

• Any change in Scope of Work that affects the termination 
date and/or the Expected Measurable Outcomes 
 

• Any change in the project budget that cumulatively 
exceeds 20% of the original project budget 

 
 
 



Amendments 

• Change in Scope of Work or Budget: 
  Submit in writing using the Agreement Amendment form:   

 Description of the change 
 Justification for the change 
 Signature 

 
• Extension of Grant Agreement: 
 Submit in writing using the Agreement Amendment form no later than 
 60 days prior to the award expiration date: 

  Length of additional time required with justification 
  Summary of progress to date 
  Estimate of remaining funds 
  Projected timetable for completion 

  Signature 
 
• Amendment is executed upon both signatures  

 
 
 
 





Q U A R T E R L Y  R E P O R T S  

 

R E I M B U R S E M E N T  R E Q U E S T  

 

A N N U A L  P E R F O R M A N C E  R E P O R T  

 

F I N A L  P E R F O R M A N C E  R E P O R T  

 

R E P O R T  I D E N T I F I C A T I O N  

Reporting Requirements 



Quarterly Reporting 

•Budget Report – Appendix A  
 

•Signed Activity Report – Appendix B  
 

•Narrative Report – Appendix C 



Budget Report – Appendix A 



Budget Changes 

• Obtain pre-approval from the Program Coordinator before 
any funds are reallocated within the most recent approved 
project budget.   

 
• Amend agreement if cumulative budget change(s) exceed 

20% of the project’s original total budget. 
 
 



Allowable Costs 

• State and Local Governments and Indian Tribal 
Governments - 2 CFR 225 (OMB Circular A-87).  

 
• Colleges and Universities - 2 CFR 220 (OMB Circular 

A-21).  
 

• Non-Profits - 2 CFR 230 (OMB Circular A-122).  
 

• For Profits - 48 CFR Part 31.2.   
 

http://www.whitehouse.gov/omb/fedreg/2005/083105_a21.pdf


Activity Report– Appendix B 



Salaries and Wages 

• Comply with 2 CFR Part 225, Appendix B, 8 
 
• Based on documented payrolls 
  -kept in grantee’s files for review by the Grant Program Coordinator and 

   Federal Agency  
 
• Employees who work solely on grant must: 

-support their salaries and wages with a signed “certification” at least      
semiannually  

 
• Employees who work on multiple activities must support their salaries and 

wages with activity reports that: 
-include after‐the‐fact reporting of actual distribution of activities 
-account for total of the employee’s compensated activities 
-include the employee’s signature 
-prepared at least monthly and coincide with one or more pay periods 

 



Narrative Report– Appendix C 



Quarterly Reporting Schedule 

Reporting Periods   Report Due on or before 
October 1 – December 31   January 31 
January 1 – March 31   April 30 
April 1 – June 30   July 31 
July 1 – September 30   October 31 

Failure to submit timely reports may result in the forfeiture of 
payment for that quarter.  



Reimbursement Requests 

• May be submitted with each quarterly report or less 
frequently if no expenses have been incurred.   
 

• Must obtain pre-approval from the Program Coordinator 
before any funds are reallocated within the most recent 
approved project budget.   

 







Annual Performance Reports 

• Submit to the Program Coordinator annual written performance 
reports detailing the project status and how grant monies were used to 
achieve the expected measureable outcomes.   
 

• Address all points listed in Appendix D “Annual Performance 
Reporting Requirements.”   
 

• Annual Performance Report requirements are fulfilled in the 
Quarterly Report template. 
 

• Therefore, an Annual Performance Report is not required. 



Final Performance Reports 

• A final report must be submitted to the Program Coordinator no later than 
forty five (45) calendar days after the Agreement termination date.  
 

• The final report must be approved by the Program Coordinator.   
 

• ADA will not disburse final payment until all requirements of the Agreement 
have been fulfilled.   
 

• All remaining grant funds or outstanding grant funds must be reconciled.   
 

• The final narrative report shall address all points listed in Appendix E “Final 
Performance Reporting Requirements.” 

 
 
Failure to submit timely final reports may result in the forfeiture of 
final payment. 
 



Report Identification 

• Identify the Agreement number in all reports submitted to the Program 
Coordinator.  
 

• The Grantee shall include the following language in all EXTERNAL reports 
prepared for this Agreement and in any publication generated with the 
financial support of the Arizona Department of Agriculture: 

  
“ The Arizona Department of Agriculture, Agricultural Consultation and 
Training has funded all or a portion of this Project, using Specialty Crop 
Block Grant funds provided by the USDA, Agricultural Marketing Service.” 

  
"The views or findings presented are the Grantee's and do not necessarily 
represent those of the State or the Arizona Department of Agriculture." 

 



U N I V E R S I T Y  P R O C E S S  

 

P R I V A T E  E N T I T Y  P R O C E S S  

 

R E P O R T  S U B M I S S I O N  

Reporting Processes 



University Process 

• Activity reports (with total hours and dollars based on documented 
payrolls) sent to PI from Sponsored Projects for after-the-fact activity 
reporting and signature 
 

• Signed activity reports and narrative reports submitted to Program 
Coordinator by PI 
 

• All budget reports submitted directly to Program Coordinator by 
Sponsored Projects 
 

• Quarterly and Final Performance Reports submitted to Program 
Coordinator by PI  

 



Private Entity Process 

 

•All reports, reimbursement requests, amendment forms, 
etc. submitted directly to Program Coordinator 

  
 



Report Submission 

 

•Reports, forms, etc. may be submitted to the Program 
Coordinator via electronic mail (preferred), regular mail or 
facsimile.  
 

•Narrative portions must be submitted in Word format 
 

•Forms requiring signatures may be submitted via fax or 
scanned PDF 

 
  
 



Report Submission 

 

•All forms are available on-line at: 
 

http://www.azda.gov/ACT/SCBGP.htm 
 

Ashley Worthington 
Grant Program Coordinator 

Arizona Department of Agriculture 
1688 W. Adams Street 

Phoenix, AZ  85007 
Phone: 602-542-0972 

Fax: 602-364-0830 
aworthington@azda.gov 

  
 
  



QUESTIONS? 


